





Month Page 


Business Mail 


Options are widening with electronic 


Automatic mail handling saves Alberta 
$2 million 

Taming computer mail 

Getting a handle on the mail 

Messenger marathons 


Communications 
How to analyse your needs for a tele- 
phone system 
Goodbye telephone tag 
Message network links Canada-wide or- 
ganization Jan/Feb 110 
Pulling pictures out of data 40 
Direct mail makes a direct hit 37 
23 
Tuning in to teleconferencing 28 
When you must reach someone now 32 
Pie in the sky charts 28 
Graphically speaking 36 
Super-capable phones for the small user .October 46 


Copy/Duplicating 


Getting the right copier right from the 


Jan/Feb 53 


Electronic publishing 
You too can afford to publish in-house ...March 
Lasers lead the way in printer advances ..March 
How to get the inside track on outside 
printing 
Desktop publishing: the proof is in the 
printing July /Aug 
In-plant printing meets new demands... .July/Aug 
Electronic publishing system accommo- 


dates multiple users September 


Environment 


Economies of scale: shared tenant ser- 


Furnishing for computerization 
Furnishing touches 
Sickening surroundings 


Getting the most from telemarketers ....October 


information Management 
Digging deeper 
Protect your data to preserve its value ...May 
Protecting information privacy 
Designing systems to provide strategic in- 
formation 
Making information an easy resource... .October 


Management 
Knowledge workers are the key to pro- 
ductivity Jan/Feb 83 
Forms suppliers fill new needs 44 
High-tech tools for knowledge workers ..March 49 
Getting creative with temporary services April 
Managing the organization 
The means to an end 
Expert systems 
Help for decision-makers 


Office Automation 
WP software: the status of compatibility Jan/Feb 75 
Users who win at office automation April 29 
Easy upgrades of microcomputers 
How to choose a local area network 
The good, the bad, the obscure 
Off-the-shelf OA that fits 
Dedicated word processors: dinosaurs or 
dynamite 
Walking through WP software 
Hire, rent or buy WP conversions 
Conversion consternation 
Typewriter smarts 
Keyboarding for productivity 
20:20 vision: the OCS Field Trials 


September 29 
September 32 
September 34 
September 40 
September 46 
September 56 
November 42 


A rising star 

Sifting text word by word 

Safety nets for records managers 
Microfilming clears the path 
Computer-assisted retrieval 

Records management update 
Computerizing records for the most val- 
ued resource 


79 
49 


50 
Business Accounting Series 18 
Ventura 
Paradox 


Voice and data can go together 

More users get the fax message 

Network could double expected $45 mil- 
lion return 

Fax earns money for its user 

Facsimile flexes high-tech muscles 


Jan/Feb 37 
Jan/Feb 41 


OFFICE EQUIPMENT & METHODS 
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